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SECTION A.  BIDDING PROCEDURES AND REQUIREMENTS

Part 1.0  RFP Information

This section of the Request for Proposal (RFP) details the procedure the proposer must follow to submit a proposal for the Wisconsin Deferred Compensation Program (WDC) administrative services contract and the minimum requirements that the proposer must meet to be eligible for consideration.

1.1
Introduction 

The purpose of this document is to provide interested parties with information to enable them to prepare and submit competitive proposals for third-party administration of the Wisconsin Deferred Compensation Program (WDC).  The Deferred Compensation Board (Board) and the Department of Employee Trust Funds (Department or ETF) intend to use the results of this process to award a contract beginning January 1, 2006.  For more information on the WDC, please refer to Section E of this RFP and the WDC and ETF Web sites: www.wdc457.org and etf.wi.gov.


1.2
Procuring and contracting agency

This RFP is issued for the State of Wisconsin Deferred Compensation Board by the Department of Employee Trust Funds. The Department is the sole point of contact for the State in the selection process. 

Prospective proposers are prohibited from contacting any person other than the individual listed here regarding this RFP.
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Shelly Schueller 




Shelly Schueller

Deferred Compensation Director 

Deferred Compensation Director



WDC Administrative Services Contract
WDC Administrative Services Contract


Dept. of Employee Trust Funds

Dept. of Employee Trust Funds



801 West Badger Road



PO Box 7931



Madison, WI  53702-0011


Madison, WI  53707-7931







Telephone: (608) 266-6611







FAX: (608) 267-0633


E-mail:  shelly.schueller@etf.state.wi.us  

1.3 
Definitions 

The following definitions are used throughout the RFP:

Administrator means the third party firm contracted to provide administrative services for the Wisconsin Deferred Compensation Program.
Bidder/proposer/vendor means a firm submitting a proposal in response to this RFP.

Board means the Deferred Compensation Board.

Department means the Department of Employee Trust Funds.

ETF means the Wisconsin Department of Employee Trust Funds.

Fixed price means the fee to be paid by ETF on behalf of the Board to the Administrator as payment for the contract.  The fee paid will be an exact amount as defined in the contract. 

RFP means Request for Proposal.

SDBO means Self-Directed Brokerage Option.

State means State of Wisconsin.

WDC means the Wisconsin Deferred Compensation Program.

WRS means the Wisconsin Retirement System.

Please see the glossary on the ETF home page at: http://etf.wi.gov/glossary.htm for further definitions.

1.4
Clarification of the specifications and requirements

Any questions concerning this RFP must be submitted in writing on or before the date identified in Section 1.7, to the individual identified in Section 1.2.

Proposers are expected to raise any questions they have concerning the RFP at this point in the process.  If a proposer discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the proposer should immediately notify the above named individual of such error and request modification or clarification of this RFP document.

In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFP, supplements or revisions will be published at http://etfextranet.it.state.wi.us/ which is part of the Department’s Web site.

1.5 
Vendor conference

A vendor conference may be held on the date identified in Section 1.7 at the address identified in Section 1.2. The conference is an opportunity to ask questions.  The Department reserves the right to cancel the vendor conference. All proposers who intend to respond to this RFP are encouraged to attend the vendor conference either in person on via a telephone conference call.  Representatives will be limited to two per vendor.

Written or e-mailed questions are due by the date listed in Section 1.7 and may be addressed at the vendor conference, should one occur. Oral questions will be accepted at the vendor conference and unofficial oral responses may be given.  

Only written responses will bind ETF.  ETF will prepare written responses to written and oral questions by the date identified in Section 1.7.

Responses to all questions submitted will be published to the Department’s Web site at http://etfextranet.it.state.wi.us/ .

1.6
Reasonable accommodations

ETF will provide reasonable accommodations, including the provision of informational material in an alternative format, for qualified individuals with disabilities upon request.  If you will need accommodations at the vendor conference, contact the individual identified in Section 1.2.

1.7
Estimated timetable for RFP and project implementation 

Important dates by which actions related to this RFP must be completed are listed in the timetable below.  The events with specific dates will be completed as indicated unless otherwise changed by the Board or the Department.  In the event that the Board or the Department find it necessary to change any of the specific dates and times in the calendar of events listed below, it will do so by issuing a supplement to this RFP via the ETF Extranet Web site.  No formal notification will be issued for changes in the estimated dates. 

DATE
EVENT

January 14, 2005
Issue RFP

January 27, 2005
Letter of intent and vendor questions due

February 10, 2005
Vendor conference (if necessary)

February 17, 2005
Post answers to questions on ETF Extranet

March 1, 2005 @ 3:00 p.m. 
RFP proposals due

April 2005 (estimated)
Presentations and demonstrations by finalists

May 10, 2005 (estimated)
Provide Board with draft contract award recommendation

May-June 2005 (estimated)
Notify vendors of intent to award contract

July 1, 2005 (estimated)
Begin contract negotiations

January 1, 2006
Contract start date




1.8
Letter of Intent

A letter of intent that a proposer intends to submit a response to this RFP should be submitted to the Department by the date indicated in Section 1.7.  In the letter, identify the proposer's organization and give the name, location, telephone number, fax number and e-mail address of one or more persons authorized to act on the proposer's behalf.  Proposers may mail the letter of intent via U.S. mail or e-mail to the address in Section 1.2. The letter of intent does not constitute the proposer submitting a response.

1.9
Contract term and funding 

The contract for administrative services for the WDC shall be effective on 

January 1, 2006 and shall run for a three- or  five-year term with an option, by mutual agreement of the Board and the contractor, to renew the contract on a year-to-year basis, without rebidding, after the contract term. Cost increases for any contract renewals will be capped at the rate of inflation from the contract effective date to the renewal date as measured by the National (U. S. City Average) consumer price index for all urban consumers (CPI-U) unless justified by the contractor and otherwise agreed to by the Board.

Part 2.0  Preparing and Submitting a Proposal
2.1
General instructions

The evaluation and selection of a contractor will be based on the information submitted in the vendor’s proposal, plus references, any required presentations, and responses to requests for additional information or clarification. Failure to respond to each of the requirements in the RFP may be the basis for rejecting the proposal. Each response must include the RFP section number or appendix letter when providing narratives required by the RFP.

Failure to respond to each of the requirements in Sections B, C, and D of this RFP may be the basis for rejecting a proposal.

Elaborate proposals (e.g., expensive art‑work), beyond that sufficient to present a complete and effective proposal, are not necessary or desired.

2.2
Incurring costs

The State of Wisconsin, the Department and the Board are not liable for any costs incurred by proposers in replying to this RFP or making requested oral presentations.

2.3
Submitting the proposal

Vendors must submit one (1) original (marked “Original”) and five (5) complete copies of the proposal, including the transmittal letter and other related documentation as required by this RFP.  One complete electronic copy of the proposal must also be provided on CD-ROM.  Each copy of the proposal must follow the format indicated in Section 2.5 of this document.  The electronic copy of the proposal must be in MS-Word format and must be one single document (except for the cost proposal, as identified in Section D). Electronic versions of the RFP and all appendices are available on ETF’s Extranet.  Fax or e-mail proposals will not be accepted. Receipt of a proposal by the State mail system does not constitute receipt of a proposal for purposes of this RFP.

All proposals must be packaged, sealed, and show the following information on the outside of the package:

· Proposer's Name and Address

· Title: RFP for WDC ETE0005

· Due Date

An original plus two (2) copies of the cost proposal must be sealed and submitted as a separate part of the proposal.  The cost proposal must be packaged, sealed and show the following information on the outside of the package:

· Proposer's name and address

· Cost proposal title: Cost Proposal, RFP for WDC

· RFP number: ETE0005
2.4
Proposal organization and formattc \l2 "2.4
Proposal organization and format
Proposals must be typed and submitted on 8.5 by 11-inch paper and bound securely.  The response must exactly follow the same numbering system, use the same headings, and address each point given in Sections B, C, and D.

Only provide promotional materials if they are relevant to a specific requirement of this request. If provided, all materials must be included with the response to the relevant requirement and clearly identified as “promotional materials.”

Proposers responding to this RFP must comply with the following format requirements:

a) PROPOSAL CHECKLIST:  Complete the proposal checklist provided as Appendix A to this RFP and include it with your proposals.

b) Tab 1 - TRANSMITTAL LETTER: A transmittal letter must accompany the proposal. The transmittal letter must be written on the vendor’s official business stationery and signed by an official that is authorized to legally bind the vendor. Include in the letter:

1. Name and title of vendor representative;

2. Name and address of company;

3. Telephone number, fax number, and e-mail address of representative;

4. RFP number and title:  ETE0005 - RFP for WDC;

5. An itemization of all materials and enclosures submitted in response to the RFP;

6. A statement that the vendor believes that its proposal meets all the requirements set forth in the RFP, including the Mandatory Requirements in Appendix B;

7. A statement that acknowledges and conforms to all procurement rules and procedures articulated in this RFP, all rights and terms specified in this RFP and in the RFP terms and conditions of the contract (see Section B, Part 2) and the contract terms and conditions (see Appendices B and D) with exceptions listed in point 8 below;

8. Any exceptions to the contract language found in the RFP.  If vendors have any exceptions to the terms and conditions presented in Section B, Part 2 or Appendices B or D, or the performance standards presented in Section C, Part 14, they must submit them with their proposal.  Exceptions to the Board’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the WDC.  If exceptions to the standard contract language are not presented in the transmittal letter, they will not be discussed or considered during contract negotiations;  

9. A statement that the vendor will participate in presentations or demonstrations, if requested to do so by ETF;

10. A statement that the individual signing the proposal is authorized to make commitments, including financial, on behalf of the vendor for all aspects of this RFP, and that she/he has not participated and will not participate in any action contrary to the RFP; and

11. The vendor’s assurance that the entire proposal, including prices quoted, will remain in full force and effect for at least 180 days from the proposal due date.

c) Tab 2 – REQUIRED FORMS 

The vendor must complete the following required State forms:

1. Proposer’s Checklist – Appendix A.

2. Designation of Confidential and Proprietary Information – Appendix C.
3. Lobbying Form – Appendix E.
4. Vendor Information Sheet – Appendix F (DOA-3477)

5. Vendor Reference Sheet – Appendix F (DOA-3478).  The vendor must provide three (3) references.  The Board will determine which, if any, references to contact to assess the quality of work performed and personnel assigned to the project.  The results of any references will be used in scoring proposals as explained in Part 3.0, Proposal Review and Award Process.

d) Tab 3 - RESPONSE TO PROPOSAL QUESTIONS AND STATEMENTS: Provide a point-by-point response to each and every proposal question in the sections of this RFP outlined below.  Responses to questions must restate the question and statements and be in the same sequence and numbered as they appear in this RFP. Use tab separations for each section. Provide a succinct explanation of how each requirement is addressed. The RFP sections that require a response are:

· Section B  PROPOSER QUALIFICATIONS 

· Section C ADMINISTRATIVE REQUIREMENTS

e) COST PROPOSAL: The proposer must submit its response to Section D, Cost Proposal, according to the instructions provided in this section (Section 2.4).  Failure to provide any requested information in the prescribed format may result in disqualification of the proposal. No mention of the cost proposal may be made in the response.

2.5 
Multiple Proposals

Multiple proposals from a vendor are not permissible.

2.6
Contacting Vendor References and Conducting Site Visits

By submitting a proposal in response to this RFP, the vendor grants rights to ETF to contact or arrange a visit with any or all of the vendor’s clients and/or references.
Part 3.0  Proposal Review and Award Process

3.1
Preliminary evaluationtc \l2 "3.1
Preliminary review
Proposals will initially be reviewed to determine if mandatory requirements are met.  Failure to meet mandatory requirements as stated in Appendix B, or the required instructions for completing the proposal may result in the rejection of the proposal. 

3.2
Proposal scoringtc \l2 "3.2
Proposal scoring
Proposals that pass the preliminary evaluation will be reviewed by an evaluation committee and scored against the stated criteria.  The committee will review written proposals, references, additional clarifications, oral presentations, site visits and other information to score proposals.  The evaluation committee's scoring will be tabulated and proposals will be ranked based on the numerical scores received.

Based on the results of the evaluation and taking into account all of the evaluation factors, the proposal determined to be most advantageous to the WDC may be selected by the BOARD for further action.

3.3
Evaluation criteriatc \l2 "3.4
Evaluation criteria
Proposals will be evaluated based upon the proven ability of the proposer to satisfy the requirements in an efficient, cost-effective manner, taking into account quality of service with minimal tolerance for error.  Proposals will be scored using the following criteria:

Criteria
Weight
RFP Section(s)

Proposer Qualifications

· Company Experience and References

· Expertise

· Contractual Issues

· Transition
40%
Section B (all)

Administrative Requirements

· Wisconsin Presence

· Staff

· Investment Education

· Marketing

· WDC Features

· Automated Interfaces

· Participant Services

· Employer Services

· Accounting and Recordkeeping

· Reports

· Legal and Administrative Services

· Investment Product Monitoring and Evaluation

· System Capabilities

· Additional Services
40%


Section C (all)

Cost Proposal
20%
Section D (all)

TOTAL
100%


3.4
Oral presentationstc \l2 "2.5
Oral presentations and additional information requests

The Department reserves the right to request additional information from the proposer relating to the administration of the WDC and the financial stability of the bidding company. The proposer may be required to provide a personal interview to the Board or Department staff.  If oral presentations are required, the Department will make reasonable efforts to schedule presentations at times agreeable to the proposer.  Failure of a proposer to make a presentation to the Board or Department on the date scheduled or respond to requests for additional written information may result in rejection of the submitted proposal.

The Department reserves the right to request the proposer present a sample marketing presentation to the Board, Department staff and/or bid evaluators to illustrate how the proposer would market the WDC to eligible employees and employers.

Proposers will receive presentation guidelines in advance of their scheduled presentation.

It is the Board's sole option to determine when each oral presentation will be held. Proposers will be notified in advance of the time and location of any such presentations.

3.5
Right to reject proposals and negotiate contract termstc \l2 "3.3
Right to reject proposals and negotiate contract terms
This RFP does not commit the Board to awarding a contract, or pay any cost incurred in the preparation of a proposal in response to this RFP.  

The Board reserves the right to reject any and all proposals.  The Board may negotiate the terms of the contract, including the award amount, with the selected vendor prior to entering into a contract.  The Board reserves the right to add contract terms and conditions to the contract during the contract negotiations.

3.6
Contract award tc \l2 "3.5
Contract Award 
The Board will award the contract to the proposal determined to be most advantageous to the WDC.

3.7
Notification of intent to awardtc \l2 "3.6
Notification of intent to award
All vendors who respond to this RFP will be notified of the Board's intent to award the contract as a result of this RFP.

All decisions and actions under this RFP are solely under the authority of the Board. Statutes and rules relating to procurement by other State agencies are not applicable.
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